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INSTRUCTIONS - See saparate instructions for sompletion of [§ FOR RECORDS "“U[EN"T DIVISION USE
1-23‘74 front and reverse of this form. S:Egn original and two sopies Dete Received ‘ Appliclt‘lon Wo. Late Completed
D Aeency Application Ro. and forvard to Departmant of Archives and Nietory, dttention: 24$ 1%#4 74 q ‘ FEB - 8 1974 .
5530'1 Records Ma-mqnunt efficer. ‘ D i

3 AGEI(‘Y Piviaicn, Subdivision & Adminietering Office Address

Department of Education
Office of Staff Services

Management Information Services Division
Forms Design 114-S

.P!rnn te Costmmt
'R. P. Heimerich

rklng Tltle _-ru. LIS
12 Mitchell Street, Atlanta, Georgia 30334 °-§ 3c§33r22d1 656-2449

7.ACTION REQUESTED

S

Eg ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

g.Earliest & Latest

DISPOSE OF PREGENT ACCUMULATION;

NO FURTHER ACCUMULATION ANTICIPATED.

C 9.Exact Series Title
Dates of Series

1973 to date
1 0.

Forms Design Files

- What is the function of the office in which this record series is created?

The Office of Department Staff Services provides supportive gservices to insure
smooth and efficient functioning of the Department of Education. These includd
administrative such as personnel actions, purchasing and printing, Budget Services,
Planning atd Evaluat{on Services, Management Information Services, Fiscal Services,
Publicatlons and Information Services, Contracts, space allocation, warehousing,
procurement and supply, records and forms management, statistics.

cafog oot ﬁ

11.This file contains the following documents (1nc1ude form numbers and tltles, if any,
and file arrangement).

?

Documents relating to the creation and reproduction of ﬁofmgﬂ used by the
Department of Education - :

Included are (1) Design and layout copy of form (2) Negatives and plates
for the reproducti%n %f the form.h (3) Background information,¢1 ~n e
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Files are arranged by organizational unit
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QUESTIONNAIRE Place an “x" 1n tne proper colusn. Ifrnnnmr 18 “YES." plemse expinin T 'Y

13. Is this the Record Copy of the series? . K] [ ]
1h. Is there a duplication of this series in another office or aéenc&? . ‘ A_‘[“j [ X
15. Is the information contained in this series ever summarlzed or published? = f 1 [X
Attach copy of summary or publication. . R
16. Does the serlés contaln classified information: requlrlng securlty handllng¢ ~ .-l 1 [
R ’ ’ Zotelivy nen] o T e S S
17. Does the series 1n1t1ate, amend or terminate agency p011c1es and procedures7_ =[] 1§
- - 7 _.? oy !;.___1 _.‘. < [ - .
: R \
18. Could the function be perfbrmed if the files were lost or destroyed? (xy [
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 K]
20. Does the record series provide data as input to an EDP file? (1 K]
21l. Does the record series contain documentation produced as EDP printout? :-: o~ [ ] X]
22. Has the Federal Government issued instructions governing the retention/diepo- T 1 K]
sition of these files? ' _
GRnT oI gl Ivien sylIoocoyR 230 0 BED T S s I I
23. Will there be & need‘foT‘thesé‘féEbrds 10, ‘15 yéhrs from row? If 3 yes, yhat” :fﬂ?jT ] X
T I AT R SRR | b
2k, REOUIREﬂgNl§rVﬁﬁ%e followlng requlre _;h,‘ éles to be kept_ needed Loyearss -
- P e I P
a.[]STATE  b.[]STATUTE OF *“e.[lauplT' ~4.[)FEDBRAL™ &. [)IADMINISTRATIVE f.[JHISTORTICAL
LAW LIMITATION PERIOD ’ LAW DECTSION VALUE

(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS.

+-— of each -[]CALENDAR YEAR [ ]FISCAL YEAR -X]OTHER __ See below

] Hold in the current files ares . "month(s)/ year(s):

] Transfer to [ ] State Records Center [ 1 Local Holdlng Aree; hold year(s)
]Destroy 2 g ety o 0 SN Trontoror as shtieoo oo T DI :
] Transfer to State Archives for permanent retention. s PERURERTIY Ea :3?::“7§( 
] Destroy immediately after cut-off.

] Other: ~(Specify) ~svi: -~ S TRl 4o T2 T SRR % : -"5—"_-“-'-‘f

Hold in the active f11e in the current files area unfil no iongef eeded

superceded or obsolete; then, place in the inactive files for 6 months,,
'''' T A B T £

then, destroy e DI e

{n
'

(Indicate briefly rationale for recommendations above/or write additional remarks):

This agency recommends that the file series be cut off at the end
,then:

Records Management Ofaicer (Signature) Date
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126. Recommendations Mgency Head/Degignee
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STATE RECORDS
COMMITTEE
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